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4 Requesting Agency

COKPTROCLSR OF THE TRKASTKX

2. Division or Bureau of Requesting Agency >

UCBHSB BUREAU (***- && fiftT^ ™
3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
. additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period-of time indicated.

4.
Item
No.

1.

•

A.

B .

5- Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

GE8E21AL CCRRSSPONDfcKCB

Slso: 8J" x 11"
Detest 195U - -
Quantity! 3 cubic feat
File Arrangensnt t Alphabetical t>y name
Ar^nn^ AccWfflllliltiont Tiftffft thfiflU 1 CT)ft>l© f o o t

DifirrosMVlifli Amounti 1 ctd>ic f o o t ( o s t i n a t e d )

This f i le contains gsoeral oorrespondcoca and records vhich relots
la concarnod ehlafly with tha issue of licenses and tfaa enforesnattb
of license lewau A portion of the correspondenco 1* vith Ucexiaa
inspectors end the reminder i s with various licensees. Other
notarial in the f i l e consists of l i s t s of licenses issued, infonaal
opinions of the attorney general, personnel records of present end
f oraar er^loya«a( end salary data received froa the Comminsioner of
Personnel*

BBOOHSGnXATIOHj RETAIH VWM6SSESJS 1BE OPIHIOHS OP I B S ATTORHET
ORffRRAla

RBCOWCEDATIOHi BStAZH A l l . OTHER MATERIAL FOR THREE TEARS ASS) THEII
DESTROY.

6. Recommendation
of Hall of Records
and Board of Public
Works.

7. Agency, Division oi\Bureau Representative
/A)

>iJfy^?A^ft •'*-£r$c*s&di*s Chief Inspector State Licenses October 16, 1958
Signature / / Title Date

^Schec
S^Beco

idule Authorized as Indicated in Col. 6 by Hall of
rds Commission.

^Zj^^^~~ J^^±^_S
Dote Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Date-
^ ' ^

Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

3.

APPLICATIONS FOR SPECIAL CIGARETTB RETAILERS U S g i 3 g

Sisat 8§« x U "
Datssi 1956-1957
Quantity? 3 drawers (6 cubic feet)
File Arrangenanti numerical by license number
Annual Accumulations Discontinued
Disposable Amounts 6 cubic feet »

Article 56, Section 65 of the Annotated Code of Maryland, 295? Edi-
tion* requires cigarette retailers to obtain a special retailers
license* These were obtained directly from the license Bureau
until a 1957 amendment to the lav empoosred the various claries of
court to issue the special retailors license* The Ucmtm Bureau^
however, still issues special wholesaler's and special Tending
aaehine operator* s licenses*

The special retailer1 s application form, prepared and submitted
annually, shows the type of license applied for, the total license
fees to be paid, the nosfeer of locations on vhich the applicant owns
and operates vending machines* the mnfcsr of machines owned, the
application date, the same end addressof the flr% sod the signature
of the person applying for the license* Other Infensation on the
application fora relates to the licensing of special wholesalers
and vending machine operators, who, until 1957, submitted this font
when applying for a license* Since then, their applications have
bean submitted on a new font which is described elsewhere on this
schedule as Item It*

The reeoraaaadation below applies only to special retailers* licenses

RECOKM8©ATIOHi TRANSFHl TO TBS STATE RECORD CEKTS? AND RSTAIH
tSJTXL THRES TEARS OIDf ABD THEU DESISOI,

SPECIAL RCTAILERS* CISARETTB UCEB3SS

Siaei 3" X 5*
Dates. 1956-1957
Annual Accunroflffitlwi i TM̂ HWT*-̂ *TO>fMf
File Arrangeaantt Alphabetical by asms of retallerj by eoon^r

Disposabls Aaountj 3| cubic feet
Audits State

This file consists of duplicate copies of licenses issued to special
cigarette retailers* The Bureau discontinued issuing these licenses
when, according to a 1957 aawnduwnt to the Unfair Cigarette Sales
Act, clerks of court were erapowored to issue then* The duplicate
licenses are no longer needed by the Bureau for endit purposes.

RECGHHEliDATiaSj TRANSFER TO STATS RfiCOKD CSSTEB, A80 REJAIB OOTIL
TWtTCR TRtftS GTI)t AWn TITOW nEgTPfiT.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendotion
of Hall of Records
and Board of Public
Works.

u.

5.

APPLICATIONS FOE SPECIAL WHOLESALE'S AND VERBLNB MACHINE OPHIATCB'S
LICENSES.

Sices 8§« x U"
Dates* 1&6 - -
Quantity* X cubic foot
Pile Arrangement* By year and numerical by license number

therein
Annual Accumulations Less than f cubic foot
Audits State

According to the provisions of Article 56, Section 66, Annotated
Code of Maryland, 1951 Edition, wholesalers and vending machine
operators are required to obtain special cigarette licenses* The
yearly license application vas until 1957 filed on the sane for* as
that used by special cigarette retailers. Since that date separate
application feras for wholesalers end vending Machine operators
have been substituted and the use of the earlier fora discontinued.
Both ferns show the pro-rata cost of the license, the nans in which
the business Is to be licensed, the address, the type of business
(corporation, partnership, or individual), the names end addresses
of officers or owners, the names and addresses of all branch loca-
tions (of wholesalers) or the nanas and addresses of all promises
on which the applicant operates cigarette vending machines and tot
number of machines at s>ach location, the applicant's signature, the
date of application, and notary's signature*

RBC0HSE8DATI08S RETAIN FOR THRES TEARS OR tHfTIL AUDITED, WKICHSm
IS LATER, ABD THBS DESTROY/.

LICENSES - WH0L5SALER AND VENDE30 HACHXH8 OPSRATGB

Sizes 3" x $m

Datesi 1?56 * -
Quantity: £ cubic foot
File Arrangements By license year
Armwa^ ACCUBUlationi LdSS ******) i CUblO fOOt
Audits State

Cigarette wholssalers and vending naohine operators obtain annual
licenses direct from the T^ggnsg Bureau* The Bureau retains a eopy
of each license issued, the original going to the licensee.

RECOMM3IDATIONi R2TAIH FOR TBE8B TEARS OR GBTXL AUDITED, UBIC8E7BR
IS LATER, AND THEN DESTROT.

, j. C
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or Jinear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

ClUtt STCRg UCEHSE F118

31x91 3"x8» envelops*
$* x 8" cards

Datest IJJJJO - -
Quantity! 3 cubic feat
File Arrangement! cardes in two chronological groups and

envelopes* by year and alphabetical
therein

fl*nnifflTl AccuMulationi J cubic foot
Disposable Anounts X cubic foot '

The license Bureau is responsible Tor the administration of' the
Chain Stora License XAV* Each year the Bureau queries chain stor*
companies concerning the maker of stores operated, sails out to
then notices of license fees due the counties in which individual
stores of a chain are located* and notifies the affected counties '
of the fees due then* Specifically* the Chain Store license File
consista of coaplated questionnaires or letters received from chain
store companies on which hro listed the locations of stores operated
and on which the Bureau posts the license fees duo. The reminder
of the file consists of suanaiy cards covering a S-jrear period show-
ing the najs» of the chain store company, the main office address*
the motor of stores in Baltimore and in each of the counties for
each year, the total maker of stores for each year* and the total
license cost. Copies of notices to counties listing the operators
of chain stores* the address of each* the nusber of stores in the
State* the tmaabsr of stores in the county* and the total license
fees doe are retained by the Bureau and tan considered to be part of
the Chain Store Heense File* The rocoiwmwndntiftnit below apply to
the letters or questionnaires received* the summary cards* and the
copies of noticed sent to the counties.

BSCOHKESDAIXOSs

RECOMHEBDATIGSl

RBTABJ Q8ESTXCBJHAXBSS AND ROUGES FDR TBBES TEARS
4SD THEN DBSntQX.
RETAIN STOHftRT CARDS IG& TBSSS TSARS AFTER LATEST
EBTRT, AHD TBES DJS3TR0T. - . „ -

PEUHQCgHr gOTICBS ( P U g TICggfS)

Sieet 3" x 5"
Satsat 1&2 - -
Quantity! 3 cubic feat
File Arrangeaenti By year and by county therein
Annual AeeuBulatlont $ cubic foot (estinate)
Disposable Aoountt l j oubic fast

In enforcing license lava* inspectors of the license Bureau issna
delinquent notices to companies or businesses who have failed to
eonply with license requireaenta. Hoticee an prepared in triplicate
the Bureau retaining a temporary copy until the delinquency i s

V 'V



' HR-RM 1A

•Hqll of Records
Commission

r' AJEST FOR RECORDS RETENTION s l ^ D U L E
(Continuation Sheet)

SCHEDULE
NO. 334
PAGE
NO. 5*

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

8.

renorod by the payaent of the proper license fee to the clerk of
court. The clerk retains one copy end forward* the paid pink cony
to the License Bureau, upon receipt of which the temporary (bine)
copy la destroyed, notices show the date, the c m s of the delin-
quent party, the type of license required, the eaount of the license
fee, the amount of the penalty, the clerk* s fee, the total asount
duo, and the signature of the license inspector. The notices are
used by the Bureau in conpUlag statistical infcarnation for the
printed annual report, the notices for each oounty being counted end
the money represented by the delinquent notices totaled*

RECOMMENDATION! RRTAIH FDR OSS TEAR XR DEPARTMENTAL OFFICE) TRANSFS
TO HBCQBD CEOTBfc FOR All ADDITIONAL TWO TSARS ASD
TREH DESTROY.

ZBSPBCTGBS*REPGRTS

Siset 8|« x 11*
Dateai 13$7 - -
QuantHgri 3| cubic feet -
File ArrangeaBnti By month for each inepeotor
Annual Accumulation) £& cubic feet (eetinated)

This file consists of reports which are prepared daily by license
inspectors as a suauaary of their activities* Each report shows the
nemos of firm and persons visited, their addresses* and, If delin-
quent the kind of license required, the anoint of the license, the
amooat of the penalty, and the total fees due froa each delinquent*
At the bottoB of the f e m is entered the total tratoer of oalls Bade
during the day, the total saount reported, and the license inspect-
or's signature* Xnfcraatlon froa all daily reports is swnarised
monthly on another font which is filed separately* This f c m (Month-
ly Report of State License Inspectors) is prepared by the chief
license Inspector and shows the nanes of individual Inspectors, the
area worked by each, the number of calls Bade during the eonth, the
nunber of calls aade during the aooth, the sonber of delinqnancies
and penalties reported, roaiii'lis relating to each inspector, totals
for the Month, and the signature of the chief inspector* The origi-
nal of this report is forwarded to the ComptroXLsr of the Treasury*
The reoomnwuiBt.icffi below applies only to the daily and aonthly
reports retained by the Bureau.

RSCOWCHDAIIOHi RZTAIB FOR OUE TSAR fit DEPARTXanAL OFFICEj TBARSF8S
TO STATE BBOOBD CS8TSI FCE TWO ADDITIOSAL TSARS AK)
T839 DE3TROT.

CiVESTIOATCBa' RSPCRTS

Slsei 8|« z U "
Sateai 195U-1P57
QuanUtgrt 1
file

<2«ubio feet)

Lsposabls Aaouatt 8 cubic feet
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10.

This file, containing detailed reports of the results of individual
investigations by license Inspectors, has been discontinued* All
reporting is now accomplished on the Inspectors' Reports (Ites fi).

RECOHHaromotfj TRABSFER TO STATE RBOGBD CSOTBRj RETAIN 0OT1L THREE
TEARS 0 I D | ABD THEN DE3TR0T. ,

Accoramo RECORDS

Sise» 8§« x I V
Datest 1953 - -
Quantity* U | cubic feet
File Arrangasrenti By .type of record cod chronological therein
Annual Aecumulationi 1 cubic foot (estimated)
Disposable Aaounti 3 cubic feet
Audit* state

This item includes all standard accounting forms used by State agen-
cies as supporting data to the final books of entry, the Oensral
ledgers (Unfair Cigarette Sales tedger, and the Delinquent license
ledger), and the Special Cigs^ette License Journal. The final books
of entry are to be retained permanently. Specifically these support"
ing records area

Fora Ho.

P-l-S
ftVl and 8-| .
DD-1
R-2 (fonaarly Wt-2)

CoBptroller of the Treasury

Me tdua of Adjustasot
Distribution of Charges
Transo&ttal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Funds Collected and

Deposited
Distribution ef Tbexpended and Obligated

Balances
Monthly Stateasnt ef Balances

Purchasing Bureau (Department of Budget and Proeureaant)

1-A
U7-A
100-16
39-A and itO-A
CF-2
CF-1
100/21;
27-A
CP-3
26-A
52
51

Requisition for Supplies
Purchase Order
Out-of-Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipnsnt
Actual BHBrgency and Repairs Report
Copy of Contract Awarded -. ̂
Copy of Contract Awarded
Delivery Invoice
Hotice of Award of Contract
Credit HasoranduB
Rnnort. of Pbrtdjti TirtM

_J^^
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II .

Budget Bureau (Departawnt of Budget end Procttreaant)

BB-1 (Rev.)Formerly
B»P. Inv. RlOl
B.P. Inv. R102
B.P. Xnv. 6

Budget Fens
Bos. 1 thru U

Budget Schedule Amendment Chart
BB-1 and BB-2
Report of Fixed Assets (annual)
Report of Materials and, Supplies (annual)
Materials and Supplies Physical Inventory (anm&ll)

Budget Estimates fiscal Tear
Request for Position Action

Others ;

Vendors* Invo ices
Bank Deposi t S l i p s
Bank Depos i t Rece ipts
Check Stub Books
Canceled Chocks

RBCOJffiSKDAIIGNi RSTAZB FOR THRES TE^S OR DKTIL AUDITED, WUlGSSVES
1 3 mm, AND THEH DE^BOT.

ACOOfUfflHB RECORDS FOR WHICH DISPOSAL HAS BEES PROVIDED £ 1 A GENERAL
fefjflftte RBJggiaj^ ^MgplfiS:

PAISOU {Prior to July 1, 1 ^ 3 ) . fbe ageaaey oopf of this payroll
form Is to be retained tar five years or until audited, whichever is
later, sad tbeia destroyed, (General flchmtaiffl So. G-l, Item 1-d,
approved by the Board of Public Vorksf January 11, i$5h)»

PAYROLL JODRHAL - Tee agency copy is to bs retained for three years
or until audited, whichever is later and then destroyed* (General
Schedule Mo. Q«*2. Item 1-d, approved by the Board of Public Works*
January 11, 1 9 & ) .

PAIROLL EXCSPnONS, ADDXTIOflS AHD DSSQCT20S3 •* 7ns agency copy is to
be retained for three years or until audited, whichever ia later*
sad then destroyed. (General fichedulB Bo. 0-2, Item £<4>#apprcved
by the Board of Public Vorfcs, January 11, X9$k).

PAT WARRAHT8 - fbe agency copy is to be retained for three years or
until audited, whichever is later, sad then destroyed* (General
Schedule Ho. 0-3, Xtes 3, approved by the Board of Public Works,
Hay 10, l&fc).

BHJEIV1NQ KARRAHfS • The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule Bo* 0-b, Item 3* approved by the Board of Public
Works, Kay 10, 1S>51*).
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12.

13.

TRAHSMTTTAL FORM B-l or &-§ (CcaptroUftr of th» Treasury For») is
to be retained for three years or until audited, whichever is later
and than destroyed. (General Schedule lo* 0-5, Item 3, approved
by the Board of Public Works, Hoy 10, 1951).

MASTER AUTHORIZATION

This State-wide fora of the Commissioner of Personnel I D the author-
ization for entering tba esployee'a saao on ttaa payroll or for aakiot
any changes in tha pay rate, Xt also ahova all pay dodnetiona*

EECO?€CHDATION| BSTAZB t$It£ BHPUJTED AMD FGR THREE TEARS AFTER
DATS OP SEPARATION, <E QSTIL AUDITED, HUICHSVSK 19
LATER, AMD THfflS DESTBOI.

DSAVS RECORDS

This file includes the following roeordai

Laeve record card - Form SEC 128-1* a standard State-wide
form, prepared annaally for each employee

leave applicaticet
Doctor©* certificates

REC0HH5MDATI0N: RETA2S FOB THESE TEARS OS UBTIt ADDXTS), WHICHBVBB
XS LATSl, AHD T8E9 DSSTROT.

^ ^ C ^ _>*«-'

J


